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April 14, 1948 


MEMORANDUM FOR LEGISLATIVE LIAISON 


ATTENTION: 


25X1A 


SUBJECT: Positions Approved by Civil Service Commission 


The following position descriptions approved by the Civil 
Service Commission are forwarded for your file: 



Acting Chief, Classification & Salary Adm. Division 


Incl. 

Sheets 


* I 
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Administrative Assistant and secretary 
Central Intelligent Agency 
Office of General Counsel 



t^ier general supervision of the Oeneral Counsel, SQrvoB a ® 
administrative ZU.Blat.nt and Ssorotary with responsibility for oon- 
p m* information srd dot. relative to the various legal mttor. 

wd problems aiiloh arise in day-to-day oporationa of the C«,tr«l 

#« + ft assist her superior in the prepare* 

intelligence Agency, in order to aaaisc nor 

tion of lagal opinions. Interpretation.., dlreetlvss and procedures 
for carrying out the carer-all responsibilities of th. Agency within 
1 W 1 limits of •d.tlm la™. directives, legislation and intor- 
Agenoy agreements. Maintains an up-to-date lmo*lad B a of Agency 
natters In general and their status In order to answer Inquiries 
and inpart information as appropriate to authorised officials in the 

Central Intelligence Agency. 

Responsible for the imintenanoa of a law library for us® of th0 
General counsel and his staff and for procurement of all types of 
publications, lows, and rfeelaton* which will assist the staff In 
making legal decisions and interpretations concerning the l^.Uty 
of CIA operations* 

Must keep proper files on and be thoroughly familiar with Agenoy 
directives and orders In order to assist her superior by supplying 
Information neoossary In the preparation of legal documents and 

decisions • 

Besponsible for the preparation, on own initiative or free 
verbal Instructions from the General Counsel, of simple villa 
©tiler conscai legal foxna. 
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$tt$E98 end transcribes dictation and 1# responsible fan prepare* 
tlon la final lege 1 fora ef detailed legal opinions, contracts, agreo- 
nsssba, operating procedures, and directives and other legal mterlal 
relative t© inter and intra-Agency activities and operations. Attends 
©©ml tie© and other aeetii^a to take transcripts ©f the proooedlns. 

Responsible for teeurfng copies of laws, legal decisions, ©pinions 
etc* as revested by the legal staff. 

Responsible for the smintenanee of legal files of the Office of 
General Counsel and searches for and asscr&los information concerning 
office natters shore existing files are available, particularly with 
a view to expediting urgent oases. 

Supervises clerical and stenographic personnel of the Office and 
is responsible for handling supply problems , keeping time and leave, 
payroll, pamormel problems and acts as Security Of floor for immediate 
office. Performs related duties as retired. 
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